HAND OVER OF MEDICINE POLICY

Policy Statement


The purpose of this policy is to ensure all medicines are handed safely from parents/nominated persons to All Kids staff and returned to parents/nominated persons safely from All Kids staff.
In order to achieve this the following procedures will apply:


Procedure

· All permanent medicines will be kept in a named plastic box or boxes inside a named black drawstring bag. All permanent medicines will travel between home and All Kids with all packaging, a copy of the care plan and within the black drawstring bag.
· All medicines, whether permanent or otherwise, will be handed to All Kids staff at the start of the child’s session. All Kids staff MUST check upon receipt that all prescribed medicines are present, correctly named and in the correct and undamaged packaging. All necessary permission forms MUST be completed, including a signature on the daily register from both parents/nominated persons and All Kids staff confirming receipt of the medication.
· If any medication is missing or damaged in any way the child WILL NOT be allowed entry until this has been rectified.
· At the end of the child’s session all medicines will be returned to the parent/nominated person. Permanent medication will be returned inside the plastic box/boxes and within the named black bag. Wherever possible All Kids staff will complete the daily hand over, including the return of the medication, before the child is handed over to their parent/nominated person.
· Before All Kids staff return any medication they must check that this is the correct medicine for the child in question and that all medications are present and undamaged. All Kids staff MUST then sign the daily register in the presence of the parent/nominated person confirming the hand over. Parents/Nominated Persons MUST also check that this is the correct and complete medication for their child and that the packaging is undamaged.  Parents/Nominated Persons MUST then sign the daily register in the presence of All Kids staff.
· If any parent or nominated person is unfamiliar with the medication the parent/nominated person providing the original instructions MUST be contacted and their agreement sought prior to acceptance or release of the medication.
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